
VOLUME I

POSTAGE METERS

CHAPTER 6

PART I

MPO POSTAGE METERS

600. PURPOSE . This section, in conjunction with Part 144, DMM (reference (i)),
establishes policies and procedures for conducting postage meter operations at
MPos . Specific instructions are provided for the procurement, control, and
operation of postage meters, to include the remittance of funds and reports to
USPS .

601. GENERAL .

1. Postage meters are furnished to MPOS primarily to provide ~means
of selling larger denominations of postage instead of stamps. Imprints made on
gummed tape by postage meters are placed on articles being mailed as evidence
of postage payment. A postage meter consists of a head and a base that are
used together. The meter head prints the value of postage on a special tape
designed for this purpose. The base operates the meter head. The meter head
is the smaller of the two pieces and is designed to fit on the base (see figure
6-1 for meter base components and figure 6-2 for meter head components).

2. Postage meters can be requested by MPOS if parcel mail volume
warrants. Postages meters and dies shall be procured as prescribed in DoD
4525.6-C (reference (m)). Postage meter equipment is assigned to a specific
post office or finance unit and may not be transferred to another post office
without the approval of the accountable postmaster (via JMPAs). Paragraph 608
covers procedures for sending in malfunctioning nieters that are still required
by the activity holding them. Functioning meters will not be turned into the
accountable postmaster by any activity since another activity .(possibly another
service) may have a need for them. Activities wishing to turn in excess
functioning meters must send a message to JMPAs, requesting disposition
instructions.

3. PS Form 3602-PO shall be used to report meter sales to the account-
able postmaster, record daily meter register readings, and report postage meter
settings. These forms are issued in pads of 100 forms in triplicate and shall
be requisitioned from the serving postmaster by letter (See DoD 4525.6-C). All
PS Forms 3602-PO within a pad are accountable, serially numbered, and shall be
issued in consecutive order. A separate pad shall be used for each meter
operated at a post office. If a form is spoiled in any manner, all three
copies shall be marked “Void” and the original forwarded to the accountable
postmaster. The duplicate copy shall be retained, intact, in the pad and the
triplicate copy destroyed.

602. CUSTODY-OF METERS

1. The designated COPE at activities where postage meter equipment has
been issued is responsible for the meter , meter setting keys, meter tools,
operating lever keys , manufacturer’s meter seals, and sealing presses.
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2. Two keys for unlocking the operating lever of the meter base shall be
furnished with each meter. One key shall be made available to the operating
clerk during each business day; the other key shall be retained by the COPE . . . . . . . . . . . . .
in a sealed envelope, PS Form 3977, bearing the signatures of a person desig- . . ..: A.ti: :

nated to operate the meter and the COPE. Meter seals and tools for setting and
sealing the meter shall remain in the possession of the custodian and not made
available to postal clerks.

3. When not in use, meter heads, keys, seals, and tools shall be stored
in safes, to which only the responsible custodian has the combination. Meter
heads shall be packed in their equipment cases when safe size allows.

4. When it is impractical to have the COPE issue the meter and operating
lever key to the operating clerk (e.g., the meter is operated at a location
away from the COPE’s duty station , or the COPE is unavailable, postal commanders
shall designate in writing a PC, or if none is available, a commissioned, war-
rant, or noncommissioned officer to serve as meter custodian. Meter custodians
so designated shall follow the operating instructions and accounting procedures
for COPES detailed in this chapter; however, they are NOT AUTHORIZED TO SET OR
OPERATE meters. (See paragraph 607.1).

5. Meter operators are responsible for locking the meter when not in use
and safeguarding the key. During short absences, the operating clerk shall
lock the meter base operating lever; during longer absences, such as for lunch,
the clerk may release the meter to another clerk for operation. When so
released the following procedures are required:

a. The ascending and descending register readings shall be written
on the reverse of the triplicate copy of PS Form 3602-PO and verified and
initialed by both clerks.

b. The regular clerk shall obtain a receipt on PS Fono 1096 for
any cash that may be turned over to the substitute clerk for making change.

c. When the regular clerk returns, the register readings shall be
noted and verified in the same manner. The ascending and descending meter
readings shall be subtracted to determine the amount of meter sales for which
the substitute operator is responsible.

d. The substitute operator shall turn over to the regular operator
all funds received from meter sales during the time he or she operated the
meter and the change fund (if any) received from the regular operator. The
regular operator shall include these funds with the remittance at the end of
the business day.

e. The substitute clerk shall obtain a receipt on PS Form 1096 for
any cash turned over to the regular clerk.

6. Meter operators are responsible for all postage printed while in
their custody. Tolerance limits do not apply to meter operations. Shortages
shall be processed as outlined in Chapter 14, paragraph 1403.5. If a clerk
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only operates a meter, any overage shall be remitted with the current day’s
business. A letter of explanation shall accompany the submission explaining

..+ .-.+. the reason the remittance and the PS Form 3602-PO do not match.. . . . . . . . . . . . . . .
.. . . . . . . . . .. . . . . . .. . . . .

603. ISSUING METERS FOR BUSINESS,

1. The COPE or meter custodian shall:

Enter the date, meter number, and the beginning ascending and
descendinga~egister readings on the PS Form 3602-P0.

b. Change the date of the meter

c. Verify the entries on the PS
ing the meter and initial all three copies
line.

postmarking die.

Form 3602-PO with the clerk accept-
of the form on the “Supervisor”

d. Release the meter and operating lever locking key to the meter
operator. .—

2. The clerk accepting the meter shall:

a. Verify the entries on the PS Form 3602-PO with the readings of
the ascending and descending meter registers.

b. Initial all three copies of the PS Form 3602-PO on the “Meter
Operator” line.

c. Retain the triplicate copy of the PS Form 3602-PO. The original
and duplicate copies of the PS Form 3602-PO shall be retained in the book by
the COPE.

604. METER OPERATIONS.

1. Postage meter postage
registered mail. Occasionally,
letters; however, meter postage
regular postage.

shall be used primarily for parcel post and
clerks may sell meter postage for use on
normally should not be-

2. Clerks shall affix the meter tape to parcels
presence of the mailer at the time of the transaction.

used as a substitute for

or letters in the
As an exception, meter

tapes may be sold in a reasonable number (not more than 5) for philatelic
purposes. Philatelic tapes may not be issued for less than 5 cents.

3. Clerks shall use two or more tapes to cover postage that exceeds the
❑ aximum amount a single meter tape will print. For example, if the total
postage is $12.50, one meter tape could be for $9 and the second for $3.50.
Both tapes shall be affixed properly to the parcel or letter in accordance with
Section 122.37, DMM (reference (i)).

605. CLOSEOU’I”OF”DAILY METER BUSINESS.

1. At the close of the business day, the meter operator shall:
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a. Return the meter, operating lever locking key, the funds for
postage sold, (during the business day these funds may be maintained with
stock funds), and unused meter tapes issued in error to the COPE or meter
custodian.

b. Verify entries on PS Form 3602-P0 made by the COPE against the
ascending and descending meter register readings. Sign all three copies of the
PS Form 3602-PO on the “Meter Operator” line.

2. The COPE or meter custodian shall:

a. Reinsert the meter operators copy (triplicate) of the PS Form
3602-PO into the PS Form 3602-PO book. Record the ending ascending and
descending meter readings on the PS Form 3602-PO for that day. Subtract both
columns, then compare these totals, which should be equal. The cash received
from the meter operator and unused meter tapes shall equal this total and shall
represent the total sales for the business day.

b. Verify all entries made on the PS Form 3602-PO and sign-all three
copies on the “Supervisor” line. Both the meter operator and COPE shall also
print their name and rank next to their signature (figure 6-3).

c. Prepare a PS Form 1096 for all funds received from the meter
clerk in duplicate. Give the original copy of PS Form 1096 and the completed
triplicate copy of the PS Form 3602-PO to the meter operator.

606. REMITTANCE OF FUNDS.

1. The COPE, or designated custodian, shall remit postage meter funds to
the accountable postmaster by.registered USPS indicia mail on a daily basis.
(See paragraph 606.4., for flexible credit submissions.) The remittance check
shall be accompanied by the original of PS Form 3602-PO, original of any voided
PS Form 3602-PO, personal checks (accepted for postage and postal finance
services --see paragraph 501.8), and unused meter tapes issued in error.. Unused
tapes due to error in the operation of the meter or malfunction of the meter
shall be submitted with the remittance accompanied by a PS Form 3533. If
unused tapes are not available due to meter malfunction, a letter stating
circumstances shall be submitted with the remittance.

2. Treasury checks, military banking facility checks, personal checks,
or no-fee MOS shall be used for the purpose of remitting postage meter funds
to USPS. Cash will never be sent to USPS without prior approval by MPSA.
Checks and no-fee MOS shall be made payable to the serving postmaster.

3. The check serial number, symbol number, and amount shall be recorded
on the duplicate copy of the PS Form 3602-PO , or a copy of the bank receipt,
customer’s receipt if a no-fee MO is used (see Chapter 7, paragraph 706.4), or
registry receipt (when personal checks are submitted--see chapter 5, paragraph
501.8d.(4)) shall be stapled thereto and shall be retained by the custodian.

4. COPES with flexible credits shall submit PS Form 3602-PO at the same
interval as PS Form 1412B (figure 5-11). See paragraph 503.15 for remittance
submission procedures if the flexible credit is issued by an accountable
postmaster.
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607. SETTING MPO/l?PO POSTAGE METERS

1. Only the COPE is authorized to set the meter. The meter shall be-.::.,,. >.. ..
set at least once every 6 months or whenever the “Credit Balance” register
becomes less than $100.00 on a business day, whichever comes sooner. Postage
❑ eters that can be set as high as $99,999.99 may not normally be set higher
than the anticipated sales for the next 6 months. This amount usually can be
derived by reviewing meter sales for the same period during the preceding year
and adjusting for any increase in postage rates since then. A significant. .
increase or decrease in population served also shall affect the amount of
postage to be set on the meter.

2. The amount added by a meter setting shall be in a multiple of 10,000
units , which is $100. These units are added to the descending register. For
example, if the credit balance in the descending register is $137.75 (13,775
units) and the custodian desires that the clerk have approximately $5,000 in
credit available, he or she would add 490,000 units ($4,900), thereby increas-
ing the credit balance to $5,037.75 (503,775 units).

3. TO lessen the possibility of error in the amount of postage expended
and reported, the meter normally shall be set at the beginning of the business
day before completion of the top portion of PS Form 3602-PO and issued to the
operating clerk (See figure 6-4). If necessary, the COPE may set the meter
during the workday but this should be avoided whenever possible (See figure
6-5) . Setting the meter during the day can be avoided by ensuring that postage
remaining on the meter is more than normally used on any given business day
prior to issuing the meter to the operating clerk. The procedures for setting
the meter are explained in the instruction book furnished by the accountable
postmaster at the time the meter was issued to the MPO. Disregard references
to records of settings as they do not apply to meters assigned for use at the
MPO/FPO .

4. Further information concerning the operation and maintenance of
postage meters maybe found in Part 144, DMM (reference (i)).

608. REPAIR OF DEFECTIVE POSTAGE METERS AND BASES. Refer to DoD Postal Supply
Catalog, DoD 4525.6-C, (reference (m)).
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. . . . . . . . .. . . . . . ...- . . . .. . . . .

VOLUME I

CHAPTER 6

PART 2

OFFICIAL MAIL POSTAGE METERS

~ 610. PURPOSE . This section prescribes the responsibilities arid procedures
for the MPO in regard to official mail postage meters outside the areas served
by the USPS. Official mail postage meters are used by DoD activities at their
own locations for applying postage to their official mail. These meters do not
include those used by the MPO for applying postage to personal mail presented
by customers at the MPO.

611. GENERAL REQUHWMENTS.

1. Licensing a Penalty Mail Postage Meter. Overseas military units and
all other federal agencies ❑ ust obtain a license from the serving gateway post-
master to use a penalty postage meter and have the meter set at an MPO/FPO.
Agencies must submit a separate PS Form 3601-A, “Application for Postage Meter
License,” for each license they request. More than one meter may be assigned to
one license at a given location (MPO/FPO address) but only one subcode may be
assigned. Agencies requiring more than one subcode must request another
license. MPOS are not authorized to issue licenses, but shall maintain a
supply of PS Forms 3601-A on hand should they be required by a local agency.
PS Form 3601-A shall be completed by the requesting activity in accordance with
figure 6-6. The completed PS Form 3601-A will be mailed to the appropriate
gateway postmaster:

a. Locations served by Postmaster New York or Miami

U.S. Postal Service
Office of Mailing Requirements
Attn: Meter Section
Room 3220, JAF Building
New York, New York 10199-9651

b. Locations served by Postmaster San Francisco or Seattle

U.S. Postal Service
Office of Mailing Requirements
Attn: Meter Section
1300 Evans Ave, Room 303
San Francisco, Ca 94188-9651

2. The DoD component and other federal agencies using official ❑ eters
are responsible for their operation and use. The COPE or Postal Finance
Officer at each location where official penalty meters are in use shall main-
tain a copy of-the E% FoLII .3601-A, “Application for a Postage Meter License,”
for each meter with a separate subcode assigned. Meters cannot be used without
a valid PS Form 3601-A issued by the serving gateway postmaster.
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3. Transfer of Meters

a. Meters may be transferred to another location (MPO/FPO) under the
same license only if they are to be used by the same unit for which the license
was issued. The agency shall notify the serving gateway postmaster and both
the gaining and losing MPO/FPOs by letter prior to moving the ❑ eter.

. . . . . . .. . . ...
:;.Y<::.W. . . . . .

. . . . . . . . . . . . . . .. . . . . . . . .. . . . . . . .

(1) When notified in writing by the licensee that a meter
currently being set by the MPO is being relocated to another MPO/FPO under the
same license, the COPE currently resetting the meter shall:

(a) Annotate the original PS Form 3610 being maintainedby
the setting MPO with the register readings at the time of transfer and the
address of the MPO/FPO where future settings are to be made. Draw a horizontal
line under this last entry. The PS Form 3610 must be retained for 3 years.
(See figure 6-7).

(b) Prepare a newPS Form 3610 and send it byUSPS penalty
mail to the MPO/FPO which will make future resets. The PS Form 3610 ‘will have
one entry stating the MPO/FPO which previously did resets and the register
readings when transferred.

(2) When the activity first presents the meter for setting at
the new-setting MPO/FPO, the COPE will follow the guidelines in paragraph
613.3. If the PS Form 3610 has not been received from the original setting
location , obtain the required information necessary
telephone.

b. Meters may not be transferred between
obtaining a new license. Should a military unit be
transferred to another unit, a new license shall be

to complete the form by

military units without
deactivated and the meter
obtained.

4. Canceling a license. A license to operate a penalty mail postage
meter may be canceled by the serving postmaster at the request of the government
agency assigned the license or by action initiated by USPS:

a. When a request is made by a government agency to cancel a license
belonging to their activity:

(1) Verify that all
have been canceled.

(2) Prepare PS Form

meters being operated under that licence

3604, “Nonuse of Mailing Permit/Meter License”
in four copies (see figure 6-8). Send the original to the address in paragraph
611.1 and second copy to address in paragraph 616.2. Give the activity repre-
sentative the third copy and retain the fourth copy for the MPO/FPO files.

b. When advised of action by USPS to cancel a license assigned to a
government agency for cause (Part 144.23, DMM), the MPO/FPO activity chief
shall contact.their MACOM postal headquarters for guidance.

612. SUPPLIES REQUIRED.

1. Meter
setting various

manufacturers shall furnish the COPE with instructions for
types of meters and provide keys to the locks on the recording
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mechanism, a stylus (used to set the meter), lead seals, and a sealing device.
The COPE shall maintain the instructions in a binder with the PS Form 3610.
The COPE shall requisition additional lead seals from the meter manufacturer. . . . . . . . . . . .~...,,. . .
and maintain a supply of the following USPS forms:

a. PS Form 3602-A, “Daily Record of Meter Register Readings.”

b. PS Form 3603, “Receipt For Postage Meter Settings.”

:.
c. PS Form 3610, “Record of Postage Meter Settings.”

d. PS Form 3601-A, “Application for a Postage Meter License.”

. e. PS Form 3977, “Duplicate Key Envelope.”

f. PS Form 3633-G, “Daily Activity Recap for Official Mail.”

g. PS Form 3533, “Application and Voucher for Refund of Postage and
Fees.”

2. The COPE shall issue a PS Form 3602-A to the meter operator for each
meter when the meter is initially set or when a book is filled. At the end of
each day that the meter is operated, the meter operator enters into the book
the figures appearing in the ascending and descending registers. If the sum of
the two figures does not equal the total entered at the last setting, the meter
head shall be taken promptly to the COPE for examination. Disposition of the
PS Form 3602-A is covered in appropriate Military Service regulatory documents.

613. INITIAL SETTING AND RESETTING OF A METER.

1. Official mail postage meters used overseas shall be set by the COPE
at the serving MPO. The COPE shall set the descending register to the amount
desired by the postage meter operator. The COPE shall reset the meter when
requested by the operator (normally, when the credit balance register (descend-
ing register) becomes less than $50). The postage meter operator shall bring
the meter head to the MPO for setting. No meter reset fee is collected.
The COPE, the MPO supervisor, and the postage meter operator shall be present
when official meters are reset.

2. Initial Setting of a Meter. When an agency first presents a postage
meter to the COPE to be set, follow the following steps:

a. Verify that the unit
Official Mail” endorsement appears

has a meter license and
in the meter imprint.

amount requested by the
Meter Settings.” Use a

b. Set the meter to the
PS Form 3603, “Receipt for Postage
from that used for commercial meters. A separate PS
not required for each official meter being set under
figure 6-9).

(1) Check the box provided on PS Form
the first setting for the meter. Under the Official
(OMAS) it is especially important that this box be checked.

that the “U.S.

agency and complete
separate receipt book

Form 3603 receipt book is
the same license. (See

3603 to indicate this is
Mail Accounting System
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Complete PS Form 3610, “Record of Postage Meter Settings.” (See
figure 6-l;j. Ensure that the meter license number is entered on the form.
This form will be maintained in the MPO/FPO files. . . . . . . . . . . . ..-,.::,. .+..: =.x

. . . . . . .

d. Give the unit representative the original copy of the PS Form
..-.

3603. The second copy shall be forwarded with PS Form 3633-G, “Daily Activity
Recap for Official Mail” to the serving gateway postmaster (see paragraph 616.1).
The triplicate copy shall be retained in the receipt book.

3. Resetting a Meter. When a unit representative presents a meter for
resetting, the following procedures will be followed:

a. Obtain the PS Form 3610 from the unit files that matches the
meter serial number of the meter to be set.

b. Set the meter to the amount requested by the unit representative
and complete PS Form 3603 (See figure 6-9).

(1) DO NOT check the box on Form 3603 indicating first-setting.

Complete the PS Form 3610 to reflect the net setting amount (See
figure 6-l;j.

d. Give the unit representative the original copy of the PS Form
3603. The second copy shall be forwarded with the PS Form 3633-G to the
serving gateway postmaster (see paragraph 616.2). The triplicate shall be
retained in the receipt book.

614. REFUNDING SPOILED METER POSTAGE.

1. Credit for spoiled penalty postage meter postage will be made under
Part 147.252 and Part 147.253 of the Domestic Mail Manual (DMM) and this para-
graph. When presented with spoiled penalty postage meter stamps for refund, the
COPE shall:

a. Assist the unit representative to complete the top portion of PS
Form 3533. Prepare the PS Form 3533 in duplicate (See figure 6-ha and b).

b. Complete the remainder of the PS Form 3533. In Part III of the
form cross.out “Received from the Postmaster at the office named above,” so
that the sentence now reads, “Refund in the amount of $ .“ Enter the refund
amount and date, and on the signature line of Part III e=er the words “Offi-
cial Mail” to indicate that no cash transaction occurred (See figure 6-ha).

(1) DO NOT make cash refunds or apply a refund to a meter.

c. Attach the spoiled penalty meter stamps to the original copy of
the PS Form 3533 and forward with the PS Form 3633-G to the serving gateway

~ postmaster (See paragraph 616.2).

615. CHECKING A METER OUT OF SERVICE. Official mailers must bring a postage
meter to the MPO/FpO where it is normally set whenever the meter’s mechanism
becomes defective. The COPE will then check the meter “out of service.”
Meters may also be brought in and checked “out of service” if the activitY no
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longer desires to use the meter. The official mail activity shall also notify
the meter manufacturer’s representative that this is being done.

. . . . .. . . . . . . . . . .. . . . .. . . . ,.
. ..“- .-:.. . . . 1. Withdrawing a Meter. A meter will be withdrawn when the using agency

no longer needs the meter or when the meter is to be replaced (i.e., the old
meter malfunctions). Within the MPS, the following procedures shall be followed:

a. Complete a PS Form 3533, “Application and Voucher for Refund of
, -Postage and Fees” (figure 6-12a andb).

b. Verify the control total against the control total entered on the
PS Form 3610 for the meter.

(1) If the total readings (control total) of the ascending and
descending registers are equal to or less than the control total recorded on
the PS Form 3610 for the meter, the COPE shall:

(a) Credit the agency for the postage left on the meter by
indicating a refund on the PS Form 3533. DO NOT give refunds by caslij check,
or ❑ oney order for unused postage (See figure 6-12a).

(b) Reset the meter descending register of the postage
meter to zero or as close to zero as the descending register can be set. (Most
meters will lock out when the descending balance reaches $9.99).

(c) Enter “O” on the PS Form 3533 as the final reading for
the descending register. (See figure 6-12b).

(d) Enter the reason for withdrawal on the PS Form 3533.
(See figure 6-12b).

(e) Record the register readings for the meter on the PS
Form 3610. Indicate on the form the disposition of the meter. Draw a horizon-
tal line under this last entry. The PS Form 3610 must be retained for 2 years
“(See figure 6-13 and paragraph 611.3(a)(2)).

(f) Give a copy of the PS Form 3533 to the unit’s represen-
tative. The original of the PS Form 3533 will be submitted with the PS Form
3633-G to the serving gateway postmaster (See paragraph 616.2).

(2) If the control total of the register readings of the meter
exceeds the control total of the meter or the meter is malfunctioning, the COPE
shall:

(a) Advise the unit representative and meter manufacturer’s
representative that a credit for refund can not be made by the MPO/FPO. In
all cases of mechanical malfunction of penalty mail postage meters, a determi-
nation will be made by the serving gateway postmaster. Additionally, advise
the unit representative that the unit’s PS Form 3602-A, “Daily Record of Meter
Register Readings,” for this meter must be retained for at least one year.

(b) Request that the meter manufacturer’s representative
furnish a detailed statement explaining why the meter failed to function
properly in accordance with Part 144.364 of the DMM. This report will be sent

6-10



by the manufacturer to the appropriate gateway accounting unit (See paragraph
616.2). Upon receipt of the meter manufacturer’s letter, the USPS gateway
accounting unit will make the appropriate adjustment to the unit’s meter
account and the unit will be advised.

(1) The meter manufacturer’s representative will be
furnished a copy of the unit’s PS Form 3602-A, “Daily Record of Meter Register
Readings,” a copy of the most recent PS Form 3603, “Receipt for Postage Meter
Settings”:. and a copy of the PS Form 3610, “Record of Postage Meter Settings” for
that ❑ eter on file at the MPO/FPO.

(c) Reset the descending register of the meter to zero or
as close to zero as the register can be set. (Most meters will lock out when
the descending register reaches $9.99.)

(d) Enter “O” as the final reading for the descending
register on the PS Form 3533.

(e) Enter the reason for withdrawal on the PS Form-3533
(See figure 6-12b.)

(f) Record the register readings for the meter on the PS
Form 3610. Indicate on the form the disposition of the meter. Draw under
this entry a horizontal line. The PS Form 3610 must be retained for 2 years.
(See figure 6-13 and paragraph 615.3).

(g) prepare a letter explaining circumstances and attach it
to the PS Form 3533 that will be included with the “Daily Activity Recap for
Official Mail,” PS Form 3633-G. (See paragraph 616.2). Give a copy of the
letter and PS Form 3533 to the unit representative.

2. Replacing a Meter.

a. Follow the procedures in paragraph 615.la through 615.1.b.(2).(g)
to cancel the old meter and process a refund credit for any postage remaining
on the meter.

b. Follow the procedures in paragraph 613.1 and
new meter.

3. Returning Meters. Meters that have been checked
be returned to the ❑ eter manufacturer’s representatives bv

613.2 to install the

“out of service” will
the MPS. O b t a i n

from the unit the address of the penalty p~stage meter ma~ufacturer’s represen-
tative or the address to which the manufacturer desires the meter shipped. The
meter will be mailed to that address by USPS penalty registered mail. If the
meter representative desires to receipt for the meter at the MPO/FPO, obtain a
receipt from the. representative for the meter. Attach this receipt or the
mailer’s copy of the PS Form 3806, “Receipt for Registered Mail,” to the PS Form
3610 for the meter being returned to the manufacturer.

616. REpoRTING ~TER TRANSACTIONS.

1. A PS Form 3633-G, “Daily Recap for Official Mail,” will be prepared each
day a transaction involving official mail meters occurs at an ~() or FPO. If
transactions involving an official meter do not occur a ps Form 3633-G will not
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be prepared. Official mail transactions are not reported by military activi-
ties on PS Form 1412’s. The PS Form 3633-G will be prepared in two copies as
per figure 6-14. Attach the following documents to the original copy of the PS
Form 3633-G:

a. PS Form 3603 (duplicate copies).

b. PS Forms 3533 and supporting documentation (submitted for spoiled
postage).

c. PS Forms 3533 for canceled or replaced meters.

PS Forms 3635-G, “Postage and Fee Adjustments for Official Mail”
(when rece!~ed from serving gateway postmaster - used for revenue adjustments.)

e. PS Forms 1908, “Financial Adjustment Memorandum” (when received
from serving gateway postmaster - used for revenue adjustments.)

2. Submit the original copy of the PS Form 3633-G with support-ing
documentation by first class USPS penalty mail to:

a. MPS activities served by Postmaster New York or Miami.

Military Auditing Unit
General Accounting Office
J.A. Farley Building
Room 3110
New York, New York 10199-9531

b. MPS activities served by Postmaster San Francisco or Seattle.

General Accounting Office
P.O. Box 886000
San Francisco, CA 94188-6000.

3. File the duplicate copy in the MPO/FPO files.

617. EXAMINATION. COPES shall examine the meters when they reset them or at
least every 6 months. They shall determine if the meters operate properly or
if they have been tampered with. This shall be done at the MPO.

1. The COPE shall determine whether the seal, register window, breakoff
screws, top cover, or other visible parts have been broken or tampered with and
whether the die hub or meter drum is locked in home position. If evidence of
tampering or breakage is found, the COPE shall retain the meter and submit a
postal offense report.

2. COPES shall check serial numbers to see that they agree with those
listed on PS Form 3610 and that the total of the two registers equals the last
entry in column 8 of the PS Form 3610. If the meter is not registering proper-
ly, the operator-shall take it out of service.

3. COPES shall validate entries on PS Form 3602-A.
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4. In addition to making an entry on PS Form 3602-A, the COPE shall also
make an entry on the PS Form 3610 when a meter is examined even though it is
not reset.

5. Except for the COPE, no one may break the seal placed on a postage
meter. Breaking or tampering with this seal is a postal offense.

618. EQUIPMENT FAILURE. Service contracts provide for postage meter ❑ ainte-
, -nance and are established and maintained in accordance with individual Military

Service policies. Under no circumstances should the COPE or meter operator
tamper with the meter register.

. . . . .. . . . . . . . . . . . .
. . . . . . . . . . .. ,..,>.
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VOLUME I

CHAPTER 6

PART 3

POSTAGE METERS OPERATED BY DoD CONTRACTORS

619. PURPOSE . This section assigns responsibility and prescribes procedures
for administering USPS postage meters operated by DoD contractors. DoD
contractors authorized to operate postage meters shall only use USPS owned
equipment. Leasing of Postage Meters from other sources is not authorized.

620. GENERAL

1. Administrative Procedures. Before shipment of the meter to the
supporting MPO, MPSA shall forward to the COPE a letter of instruction, PS Form
3601-A, an agreement between the MPO and the DoD contractor covering_the use of
the USPS meter, and an initial supply of PS Forms 3603.

2. Issuing the Meter. The COPE shall ensure the PS Form 3601-A is
completed and the agreement is signed before issuing the meter. The COPE may
not set the meter until the contractor provides a check covering the amount of
postage desired. PS Form 1590, “Supplies Equipment Receipt,” shall be used to
document the transfer between the COPE and the DoD contractor. The PS Form
3601-A, the agreement, and a copy of the PS Form 1590 shall be maintained in
the MPO files.

3. Setting the Meter. The DoD contractor is responsible for returning
the meter head to the MPO for resetting, with a check for the amount of postage
desired. The COPE shall complete PS Form 3603 in three copies and distribute
as follows:

a. Original to the contractor.

b. Duplicate and the check covering postage is mailed to the banking
facility of the accountable postmaster (See rule 2, table 6-l). Exception:
COPES with flexible credits issued by a postmaster shall refer to paragraph
503.15 for remittance procedures.

c. Triplicate is maintained at the MPO.
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RULE If you are:
.And are ““
served by: l%- admit paoerwork to:

1 Sending second copy Xew York
‘g ~41y ‘t -_ -

of letter authorizing
repair of postage I&Ii J&P ~~

meters to your serving New York, NY 1019+9951

gat-y posmaster
4

San Francisco Support Services
Procurement Specialist senior

Se%le 1300 Evans Avenue, Roan 215
SSn Prancisco, CA 94188-9991 -

2 Sending a Post Office All Nms
meter for repair (see Note 1)

Pitney Bowes Incorporated
Meter Repair Department
Attn: Mr. Karl Rupp
Stamford, ~ 04901-6S29

NcYrE 1: All meters will be mailed using registered USPS indicia mail.

Table 6-1. Addresses To Be Used For Repair of Postage Meters
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THESE TWO LSVERS LOCK THE
POSTAGE ?ETEX IN PLACE

/

7-/\ -KEY RELEASES THE

w

AHIS SIDE OPENS 10 - b OPERATING LEVER, WHEN

LETI ~R THE lNSERTION
ROLL OF ‘IAPE .

i)nm PRESSED DOWN , aELEAsEs THE
PRINTED TAPE USED POR POSTAGE.

Figure 6-1. Postage Meter Base.
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Figure 6-2. postage Meter Head.
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.

. . . . . .

ORIGINAL

..-AB fl~7/ @ @’af
‘-----------iiiii-;;  lliii;ij - - - - - - - - - - - - - - - - - -  ‘ -  ‘~Ki&-&t-f7j----

- - - - - - - -  - - -

This is to certify that the readings of the registers were as follows at the b$”s%n&d

pJ7Jq Ascending registerDescending register beginning

1[

-i-v -:
Descending register end

;+f --?
RECEIVED FOR POSTAGE .L. - -J
as determined by the register rea

,ding__d21a# ‘Wndngre’ster

o

4ai4zxx “
(Date)

end of this day:

‘inning H!!WB

@&Ldia#z&z @Q &’d42a2%iL$iikAzk. . . . -------------- . . ------- - ---
(swhi.i&j-

REPORT OF METER SETI’ING
(Fill in the following only when meter is reset)

Ascendhrg register readings . . . . .
Descending register readings before setting .
Number of units added . . . . . .
Descending register after setting . . . .

PS Form 3602-PO Jan. 1983

,., . . . . . . . . . . .

. . . . . . . . . . . . . .

. . . . . . . . . . . . . .

. . . . . . . . . . . . . .

Meter set by.___.._.

. . . . m+4 4-+- --1--. . . . -++- ++ +. . . . -+-+-- -~-+- -+-. . . . ---- ----
-------------------------------------------

Figure 6-3. Daily Report of Meter Business
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ORIGINAL o

..Qa.-&5tfl------------- Ziiid& ------------ -7L@& 24’eGPg
(U;{or Station) (hker-fi~;~-----  ‘-~fi-;d N o ~- -

This is to certify that the readinga of the registers were as foffows at the be~nning and end o%? day

Descending register beginning

Descending register end

m ‘Scend’re’st”end m

Ascending regwter beginning

RECEIVED FOR POSTAGE - . ‘ . - ‘ - ‘ - - ‘ .
as determined by the register readings

$9- - --------------------- ------------------------- ------------- .g&2-----------------------------------------------
(Meter  Operator) (Sufrcrvisor)

REPORT OF METER SETTING
(Fill in the folfowing only when meter is reset)

Ascending register readings . . . . . . . . . . . . . . . . . . . . . . m++7 Z’+’2 y
Descending register readings before setting . . . . . , . . . . . . . . . . . . . -+ + /+7:< ~+~

Number ofunitsadded . . . . . . . . . . . . . . . . . . . . . . . . . .

Descending register after setting . . . . . . . . . . . . . . . . . . . . . . ,j,:$; tf;
+.+? o+~ ‘Q ~

PS Form 3602-PO Jan. 1983 Meter set by --ma.:--:-...:...:..:.:.
. . ..— ‘—  —

Setting Before Issue. The register reading indicates that the meter

contained 17,575 units ($175. 75) when it was checked out of service

the previous day. The custodian had added 900,000 units ($9, 000) for

a total of 917,575 units ($9175.75) now on the meter. The ascending

register at the time of setting indicated 982,424 units ($9,824.24)

have been expended by the machine from the time it was originally

placed in operation. After the meter has been set and all entries

completed, the custodian shall sign all copies of

beginning ascending and descending meter readings

entered. on the top of the form. The meter is now

PS Form 3602-F@. The

aft er

ready

the operating clerk following the procedures prescribed

setting shall be

for release to

in paragraph 603.

. . . . . . .

- ~-.. ,.,.

Figure 6-4. Setting Refore Issue

6-I 9



PS Form 3602-PO Jan. 1983 Meter  set by%%?=:------------------------------------

ORIGINAL o
-

A~~ 4??W --- - -. _zzL___ 6zz&!....j. Z&z- ---- --------- - ---y ----- - - ---
(Urut or Station) (Meter Mfr.)

This is to certify that the readings of the registers were as follows at the beginning and end of?h~) day:

Descending register beginning

Descending register end

m ‘%’;nning wRECEIVED FOR POSTAGE - . ‘ - - ‘ - ‘ - - ‘ -
as determined by the register readings

-$= qil- — --------- ----------- -----, ------------------------------ ---
(Meter Operator)

-------------------- - . ---- .-. -- .-7-------- ----------------------
(Supemsor)

REPORT OF METER SETTING
(Fill in the following only when meter is reset)

Ascending register r=dinkV . . . . . ‘. . . . . . . . . . . . . . . . . . m++” q?+!! L+?
Descending register readings before setting . . . . . . . . . - . . . . . . . . # .#..? ?+!
Number ofunitsadded  .  .  .  .  .  .  ....”.”.”< ‘“””” .+.+; :+:+; :+:
Descending register aftmsetting.  . . . . . . . . . . . . - . “ ‘ - “ “ “ “ -’- - - - - - -

Setting After Issue. The beginning descending register readin~ in the top

portion indicates that the meter contained 14,500 units ($145 ) when the

meter was released to the operating clerk at the beginning of the business

day aid a total of 985,499 units ($9,854.99) (ascending register reading)

=pended since the meter WaS originally placed in operation. me ascending

and descending meter readings in the bottom ~rt ion of the form, completed

by the custodian at the time of the setting, indicate the operating clerk

has collected S100 in postage funds before the setting. An additional

900,000 units ($9000) were added. to the d.escend.ing  register and. the meter

returned to set-vj.ce with a total of 904,500 lmits ($9,045).

Figure 6-5. Meter Setting After Issue.
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EEE29°

I

m. POX* Smvw
APPLICATION FOR A POSTAf3E  METER LICENSE

AW/.KAtW.  lilt a ojjicr  wl,cr< mailings  will b. mwdt.  (P.rr  /44, Ownczlic  .SIoil klmud)
tdm.  of hwccnt  (Priw  w (w) I APPlk?”t T,IWJW+U  No, s!

‘ 52 C,SG/DA
Add.e,s d APPlicwx (SOW. Clfy,  S1.1<, ZIP L

52 C.SC/DA, APO NW WRK 09123-501Xl 013 p
NW ,0 b! ,* t *I (alai!?  “!/(,,,  ‘Id<,”. or h“!,<!,) S8ttlns  L.x.tlan  ZIP Cock

Am MU YORK 09123 09123
SIq.et.re  CA APC4kant ID*I*

x ~
15 SEP 1986 m?

T o eE COMPLETED BV POSTMASTER
r

Llcmu Numty Om of I“lmrmo

(R.t.in  .wriwi.m it, yonr /11< ..4 fttr applk.tln. k.% been WWWrd, dtllw
.t,,l,orlzalkm  10 lkww hold<,.)

- - - - -  ---. — - - - - - - -  - - - - -  - - - - -  - - - - - -  - - - - -  - - - - - -  - - - -

Us. Pcmd  %Wlce
LICENSE TO USE POSTAGE METERS

YOU arc authodxd  to pay PIIstase..  w daw M mail by prinlin$ meter N*mtn  with Postvt  maws 8ubject to all conditions aPPtYbu  1. the VUIOIJI
C12SSCS of nmU.

%s[ ON!- D*I* L1.mwo  No,

Name c.! Lkm” Holdw (Adikm  (if:, SW, md  ZIP L’c.dc)

52 CSG/f)A
AFO NIW Y(IRK CW23-5CW

(S&MtU,C  O/pOSfflWUj

Wlronwofrlnemska.
c. An, PhOtO@fhk, mdmkw u de.-llwk  Plmst  w mYF.ldmmialorlwl  w-.at-, mb I- -w. W-,kh . w+IJ-sk  w k .~ t. -

lk9ddl.  3bEccJq171wsl  mPd4by mmlunlsl.Tin*.ddcmwlbc
QmPm4 u I* Ml Ul+rdcmtenl  h Ill! fdhbcj ralm *hml lkb14Hla 0s”7
mum Olk Ann  1 *awn W

I I

I Iwma w m
~sbadh)NO P7WA131? STAMP N8CSSSARY

POS?AOE  NAS DUN PMPAID  BY I
1 Id. Pa C-

12s rnmml SurIA
ISn U+k, N,Y. IWI- I

~ m’rm Am/FP6--~]
‘MAT WILL S!32 TOUR _

Figure 6-6. Sample of How to Complete PS Form 3601.-.A
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-1.

1

—

H-

H -

I 1 1 I

m 1 1 1 1 I 1
m , n , , }m

Iiiiiii iiiiitiiiiii  iit

1 1
1 1

1 I

us. ● Osl/. L cl Rvlct

1

1111111111 I

RECOnD OF ~TAGE METER SETTINOS i8

Figure 6-7. Sample of PS Form 3610 Prepared to Show Transfer of Meter
t o a New Settinfi Locat ion.
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I ENTER DATE PS FORM 3604 IS PREPARED ]

. ..” .,. -- --- ------ -------
,

!-J “r” I,LW, YORK 090i2 NONUSE OF MA4LING PERMIT OR METER UCEMW i~. 03-8 (j
PsnMIT/LlccIcsc No.

I
OATC or w? NAILICCO on Uss or bcswa

Qla57
I ~ r’z#\4ygml  mm, ~’&J::x+

Ilt% ●

I
ENTER TNE AGENCY ‘ S REASON FOR License 93457 no longer needed by
CANCELLATION OF LICENSE. ( I . E . > USAFE/DA
NO LONGER NEEDED, OR UNIT
DEACTIVATION

fl
woTMAsTca >

b (z (Yh44LL
/ tt is my/our intention to mail within tlu rwxt 90 days undwtho prosont  prnrit/Iionso.

m SIIWSATURC  ACCO  mm

RETTRN
: ●

~STMASTER

MC 2J I ) I

Figure 6-8. Sample of Completed PS Form 3604.
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CHECK THIS BLOCK TO INDICATE THIS IS
THE FIRST SETTING RJR THIS NETER. MAW
THIS BLOCK BMW WHEN THE MITER IS
RESET .

u h POWM $mvux
RECEIPT FOR POSTAGE MEIER

itd%iss-

MODIFY THE PS R)RM 3603 BY ADDING
BLOCKS R)R LICENSE NUNBER AND
SETTING WCATION ZIP CODE IF
NOT PREPRINTED ON THE XHU4 . NEW
Ps IORM 3603 WILL HAVE BLOCKS R)R
TfiIS INFWMATION .

m m m-Fah lnd
SIGNATURE OF COPE OR /l

r

10 NOT CHECK THESE BOKES J
INDIVI DUAL AUTHORIZED
TO SET THE METER I Ez%E5El

\ ’

1 ENTER ‘OFFICIAL MAIL” HERE ~

I

Figure 6-9. Sample of a Modified PS Form 3603 for Setting a Peralty Mail
Postage Meter
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Of PO$TAGE ANO FEES I
Cotnpkw in duplictlc by lYP-’FiUF. ink w indcbbk Pcncil @ wbmit 10 lhc Pmtnu8uF with CIIVCIOPC  OF WFWPCr  OF PCWlion
thereof havq WIFC9 d odd frmtt  of mdct &nd s66w, camxkd  pUIUC and pad ms~ * 147. ~ W
~RIbIM).

I
PAM1 I-WCLKAWOU

PRINTED ON TNE XHOlo NEW PS RXU4
/T. k +d by rklmmq 3533 WILL HAVE SLOCKS ~R THIS

~
OF THE ACTIVITY TO WHOM THE
LICENSE IS ASSIGNED YORK 09\23-5cwoROl.x k

~ENCY REPRESENTATIVE ]

(FW h Onw 1. Ody)
-k 0FFk9. ?089

Afb ~:W yoQt O’i Ia3
Zw m

1 SIGNATURE OF WITNESS ,
-=p~~ /j&

SIGNATURE OF COPE OR
INDIVIDUAL AUTHORIZED
TO SET THE NETER

I CROSS” 0~ “RECEIVED FRti THE POSTMASTER I ENTER THE AMOUNT OF REFUND (CREOIT)
AT THE OFFICE NAMED ABOVE-

*anr w-mc.:ewl  *on fle~um AUTHORIZEll  ON THE REVERSE OF RMFl .
~rcfUnd@tiuFIountofS 7, ?7 - DO NOT GIVE CASH REFUNDS fOR UNUSED

/J-oY -M86 1

Scam tk SWMIW O( POW U psymem  m made h -. WhcIe wd, show Tmawy ch roomy ordt~ numtm in h u
d p@yOc”l  ~tw. ENTER ““O W [CIAL MAIL- HERE [

m t- ~ Feb. 1305

Figure 6-ha. Sample  of a tfodified PS ForM 3533 (Front) F o r  R e f u n d i n g  penalt Y
Postage  Meter  Postage  (Credlttng Account of Of fic lal l%ilers.
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mmlna  w
06

bummuIO
naelwmn

?
Maonta  0*

10 ocOctNmO#o

b —-CwEcKoul
zr MAO1~ 0?

/_
> Ot!uawowm

1
neoisram  A*Tan

ENTER SPOILED PENALTY NET.ER 09ecu w?

POSTAGE BY DENOMINATION.
— r
?0 w

Unln
m?mm MuMOca

I I 1 1
wnn uAmw&cwmmm

, ,

1

1 1 I

} 1 I

Pm VI
maoarwm8L9wv I

C.O.D.
I I

W I
-
Sp.xd
dcwuy ENTER TOTAL OF SPOILED PENALTY

- METER POSTAGE SUBNITTED WITH

mvu mcu ~ TME PS R3RN 3 5 3 3 0
WnvEs mes
roru .mm 1 d‘

Csawpmou l \
I \

‘WT’ z~w; SUBTRACT THE 10% REDUCTION FROU
“_~4,~ := MOUNT OF SPOILED R3STAGE CLAIHED
~ ENTER THIS TOTAL ON THE FRONT OF

THB FORM IN PART 111.
m of flcss MVINO
MO= WVSNU UNITS AMNUALLV

I

u——v-l-# I

. ALLolbssn  mar OFFKSS I
************ **********

NOTE : MPOs/ PPOS WILL ATTACH SPOILED *
TOT4L
*TAOS  vm.lN s  8,30 * VETER POSTACE RIR WNICH THE CLAIM “IS ●

o 101AL  WSCIAL
a“ - o -

—  *  BEING SUEHITTED  ●  T H E  O R I G I N A L  PS FURM’ ●sTArm9#  on ● mAncb,
Ssnvlcs FEES * 3533 WITH SPOILED/UNUSED NETER POSTAGE *

●  W I L L  BE mRWARDED wmi WE n mm 3 6 3 3 - G  ●
, -,--

.1* f,” t. AU dmwoy,  e 8,0 NAW”C.  OP ● WLOV,, * (SEE PARAGRAPH 500.1. OF THIS MI. ) *
h9n41b& vqkuslh (.4 -c~ -b C“gcll,aow? M,t, nn.4. -W*. ad C.O.D. M*, ●  * * * * * * * * * *  **>:******** *
NOTE Oldti#, Igu d I* tOg—
c.~.mwuuc. Nd [.0.0. -, m -,

I

● .* lMM Ial r., k. walw, ia
.*.3” 4 S2J0,W. I

?s *- a, I.b. 19S$ Awn) ● U.S. GovtnwfNl  ● RI N1, MG Orr, c[: ly$.,,,. ,,~

Figure 6-1 lb, S a m p l e  o f  a  Modiftcd  PS ?orm 3533 (Back)
Poshge Neter PostaKe (Crediting Account
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OF POSIAGC  ANO FCE: “-

I
CotnplrIc  in duplmtlt by IYPCWIMI. M w tmdebbk PCII md wb+nu to Ilu ?mlmactcr wi161 enwbpc  01 wItp I ov pomon
Ihmeui hvuu RUWI md .ddmrn 01 wadN md uldmtm, cudtd P@tut ti postal mubimL See Ml, k,tkrn,a
ManudlDbPH1.

PUVACV  ACT: Tio #a(la d bbb bhmclka k wthalud  bY M USC. 401.403, 406.lbk  byauti - k ~ I

1 ~,z”,, ~“,wa,,m

i
IFNTPVI  TUP MMDI UTE  ADDRESS  I , 3533 UILL NAVE SLOCKS IOU TNIS

m. k m.msb,d  *V Ck,,.lmat It

T ?32!?3 ‘-”: ‘“Y
. . . . . . . .

‘%%J’W7

I 0 Camplalc ond k#bb WR4 a WPvd mvla uws km Uua - Y$u old. vAIchus OamII@b?uI IVOa Icwa.(AIC S16)

pB0x6mk4  (AK,,,, -0 Cdl,, Swkc (AIC 11S) (UN tdwnbw  below)

a Oth.(rsp&h) ( \ ,, SIGNATURE OF-

J%%&- [ (Su

v

; ;o-~cti y~u~~ d~ la3
08t s Zw -

‘“’+ -””-’ ,
SIGNATURE OF (XPE OR

;/-ow6 INDIVIDUAL AUTHORIZED

1 SIGNATURE OF WITNESS 1 TO SET TNE MRTER

.  ~y.&@J@&

/‘
.

***** k**** ***** *h*** fi***k***********
( *PI J’bw ,Illp 0“,1/

AT TNE OFFICE NAHEI’P  AEOVE”
P&nr Ilt-mlcnwr  PO* nt?uvla

* NOTE: IF TNE HETER IS UITIIDRAMN  ●

● DUE TO MALFUNCTION ENTER “SE~ *
~. m“.nd h a ummm of$ 1~~, 4~ ~● REVERSE A!!D ATTACIIED LETTER -. o ●

+‘ Jf@4%---

****h *** fi*******

S8cutc hc i#a*Iu18 of p~ym U paymvsl u mdc h @. Wlw utid, thow Tmitwy  JIWCk
“ 0P pavd l@lalu##.

HP- Saa, hh 190

IN.

/
J

,CENCY REPRESENTATIVE (

~iwe ~-lh Sample of a Mxlif ied. PS FornY 3533 (Front) for Canceling a Pens].ty
“ Postage titer.
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;igure 6-121j.
.

Sample of
a Penalty

mar VI
roa@avwws UN  OMLV

I I

~ ENTER ZERO NERE d
1 1

:.0.0, 1<

OrAL I I I
OllM#

-

DESCENDING REGISTER BE~RE CNECROUT

cfnTl?laATlom

1 ENTER TILE REASON  FOR WITHDRAWAL (IoEe
tETER NO U3NCER  WUIRED  , MZTEE

I SIGNATURE OF COPE INDIVIDUAL I

a Modified I’S ?orm 3533 (Back) For Canceling
Postnge flet~~r ,
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ATTACII  TNE NAILER’ S COPY OF TNE *
PS FWM 3806 TO TNE PS It)R14 3610 *
IF MAILED Ttl MANUFACTURER. IF TNE *
METER REPRESENTATIVE PICKS TllE NETER *
UP FROM TM APO, AITACII A SIGNED ●

R E C E I P T  T O  TNE PS K)RN 3610. TKE *
PS IWtN 3610 MUST EE R E T A I N E D  R3R *
TNREE (3) YEARS. ●

+1-+1-
H-I+H-I+H-H-H-

I.-t

1

I

iii

T .
.

B= -HitHtMtll

I I n E I I 1 1 u
m c- ma. MN. twwa

.

Shipment of Meter
. .

Sample of PS ForoI 361( IFigure 6-13. _ . . . . Prepared to Show
Hanutacturer.back to
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I Ad CMvla

, DAILY ACTIVITY RECAP FOR OFFICIAL MAIL
I

Figure 6-14. Sample of Completed PS Form 3633-C, Daily Activity Recap ,
f o r  Of flctol Hnil.

. “:
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